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Coordinator's Role

Your role as coordinate- is crucial. It may be thought of in four

categories.

Set the Tone

Set te right mood. Don't make things deadly and boring. Inject

humor into the activities and discussions let people joke around and have

fun. People should be relaxed, but alert, interested and motivated.

Set the Pace

Maintain the right pace. If things bog down ask some leading ques-

tions, get a lively discussion going. Some sections can be summarized

orally to speed things, and this can be planned ahead. If things are

going too fast and people are getting lost, slow it down, let them ask

questions, spend time orally covering the points. Keep the flow smooth

at junctures in the module winding up one activity with a satisfying

resolution and easing participants into the next. Take breaks as you

sense they are needed. Be flexible in structuring activities, adapting

to individuals and situations as needed. Regard times as listed in the

Time Outline as flexible.

Facilitate

Encourage discussion and interaction from the participants. Bring

out the shy people; don't let the aggressive ones dominate. Seek out

questions and uneasiness, get them into the open, talk them over,

especially at the beginning. Watch facial expressions and body language.

Be a trouble shooter. Spot problems and work them out. In short, act as

a guide through the module, but try not to get' in the way.

Evaluate

Make sure participants are headed in the right direction; nudge the

that way when they're n_t. Judge whether the participants adequately



perform thu five activities of the mddule. Keep a record of how each
participant does on the appropriate record sheets. In general, maintain

quality level of the workshop.

Specific Coordinator Functions

i'rior co the Worl-sho_

1. Study the module thoroughly ahead of time. Be familiar with the

participant materials and the Coordinatvr's Guide. It is recommended
that you go through the module as a participant first before you lead
a group.

2. Make sure all needed ma erials are present f r the workshop. Check
on the availability of such things as name tags, extra paper, news-
print, chalkboards and the worksheets used in several of the activiti

3. Make sure that the room arrangements are appropriate. Since many
activities are done in small groups, the best arrangement is tables

with four to six chairs per table.

At the Workshop

1. Introduce yourself to the participants and them to each other.

Briefly describe your background and the role you will play in the
module.

2. -Establish time limits (lunch, when the day ends) and schedule for the
day, and do your best to stick to them.

3. Follov the nstructioris in this guide for the following:
a. Introduction - Orientation, Module Goal and Objectives, Time

Outline

b. Activity 1 - Understanding Public Relations

c. Activity 2 Public Relations Resources in your Community
d. Activity 3 - Planning Public Relations Presentations
e. Activity 4 Giving Public Relations Presentations
f. Activity 5 - Developing your Public Relations Plan
g. Module Wrap Up



Introduc tion
(1/4 }lour)

orient-atioti and Module Goal and Obcctives

1. Have participants read the sections on 1odule Orientation and Module

Goal and Objectives.

2. Explain this module is d signed to help them develop effective public

relations skills and relate these skills to their guidance program.

3. Review with the participants each of the five module objectives.

Time Outline_

1. Review with the part cipants the time outline.

2. Tell the participants they will be actively involved in five sessions.

Each session begins with an activity relating to building effective

public relations. The five activities will require the participants

to dis uss, review, plan and present; in other words, to be active.

In all cases text material is presented to assist the participants in

carrying out their tasks.

3. Tell the participants that the Appendix contains many public relations

ideas which may be useful to them during the workshop.

Activity 1
Understanding Public Relaii _s

(1 Hour)

212.1!'"4"1

Participants will be able to state the value of an effective public

relations .component of a comprehe-sive guidance program.

El-1E2_9Se

The purpose of this activity __ to provide the paticipants with an

opportunity to become more aware of the meaning and importance of public

relations for their uIdatce program.

Instructions

1. Group the participants by three's.

2. Explain the objective and purpose of Activity 1.

- 3
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Have them use the discussion questions provided on page 4 to discuss

the meaning and importance of public relations activities for their

guidance program. The discussion questions are:

a. As you think about your own work setting, how would you describe

the public relations component of your guidance program?
b. How would you categorize and describe the various publics- iu your

community?

c. Three reasons were given in the text for conducting public

relations activities: providing accurate information, gaining

public support and creating staff morale. Do you feel these

reasons are applicable in your setting? What other reasons do

you feel are important from your perspective?

Achi emant

Each participant will be able to w a paragraph wh ch describes

at least two of the following advantages to be gained'by an elective

public relations component:

a. gain public support

b. develop staff morale

c. present accurate info -7.tion

Activity 2
Public Relations Resources in Your Comunity

(1 ½ Hours)

CTIntiva

Participants will be able to sp.ci y and describe public rela ions

resources available in their community.

L'uti

T of7 this :_vity is to provide the participants with the
ty to idenclfy public relations

resources available in the
and describe how they could be used in their guidance pro rams'
7A:ioni tctivjtje.

!it



Instructions

1. Have the participants remain in thu same small groups they were in for

Activity 1.

Explain the objective and purpose of Activity 2.

3. Have them review and discuss, using Worksheet 1, the public relations

resources described on pages 12-22 of the module. Go over Worksheet

1 with them first so they understand that the category Available

means in their community and the category Usable means it is a resource

they actually could use. The Comments section is there if they wish

to make a special notation about any of the resources. Remember, all

Worksheets are to be handed out ahead of time and used so the

participants should not write in the module. Also, explain to them

that although they are working in a small group, each participant is

to fill out Worksheet 1 as it applies to his or her community.

Achievement_

Each parti ipant will be able to list and describe his or her

intended use of five resources. Each statement should contain at least

one example of how the resource could be used effectively. Use Worksheet

2 for this purpose.

9



Workshaet 1

urce Available Usable Comment,

1. Adver ising

2. Billboards

3. Bulletin boards

4. Bumper stIckers

5. Cartoo:

6. Direct mail

7. Displays

8. Handbooks

9. Leaflets

10. -Mottos & slogans

11. Newspapers

12. Reprints

13. Special publicat ons

AnnuailcamenLs

15. Proclamations

16. Speaker's bureau

17. Special programs &
weeks

18. Speeches

19. TelephonL

20. Tape recordings

21. Filmstrips & slide
tapes

22. Motion pietu

23. Photographs

24. Posters

25. Radio

26. Slides

27. TeieviSion

es

Yes No Yes No

10
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Activity 3
Planning Public Relations --e entations

(1 Hour)

9b_j_E!ct=LYq

Participants will be able to plan a public relations presentation

which introduces an audie ce to a new or improved component of a compre-

hensive guidance program.

Purpose

The purpose of Activity 3 is to provide the participants with the

skill to plan a public relations presentation.

-uctions

1. Group the participants into teams of from four to six members. Have

each team select a chairperson and a recorder.

2. Explain the objective and purpose of Activity 3.

3. Have them select the component of the guidance program they are going

to present.

4. Have them r view and discuss the text material titled Planniaa

Presntatioris on pages 25-29 of thL, module.

5 Have them outline their presentation using Worksheet 3. In this c sP

only one worksheet will be filled out per team.

6. When the teams have completed their worksheets have them share them

with other teams for review and evaluation purposes.

Achievement

Each team will have tleir outline evaluated by the coordinator on

Coordinator Review Sheet 1. (See page 10 of this guide. ) The outline

must show evidence of attention to the following three v- iables to be

judged acceptable.

1. adequate knowledge of intended audience.

2. logical organization of content.

3. appropriate use of media and presentation methods.

12
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sheet 3

Presentation Planning Workshct

1. Audience (describe the intended audience

2. Presentation Ou outline the Content to be covered)

Media and Precentr4tion Method (describe me ia to be used and in cate

presentation methods chosen)



Team

Coordinator Review Sheet 1

Planning Public Relations Presenta

ist members of team

Checklis

The outline _ndicated:

adequate knowledge of intended audience'

2. logical organization of conte

a

appropriate use of media and presentation methods

14
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Activity 4
Giving Public Relations Presentations

(1 Hour)

Objective

Participants will be able to give a public relations presentation

which introduces an audience to a new or improved component of a compre-

hensive guidance program.

!mmaal.
The purpose of Activity 4 is to provide the pa --icipants with the

skill to make a public relations presentation.

Instructions

1. Have the partic±pants remain in the same groups they ere in for

Activity 3.

2. Explain the objective and purpose of Activity 4.

3. Explain to the participants that two teens will be wo k ng together in

the following way:

a. One team will present their program (15 minutes ) and be ready to

.answer questions (15 minutes).

b. The other team will listen for 15 minutes and ask questions for 15

minutes. They mill then evaluate the presenting team using the

Program Presentation Rating Scale, which appears on-page 31 of the

module. (A copy also is provided on page 13 of this guide.)

c. During the second 30 minute session the positions 'of the two

teams will be reversed.

Hav- them-review and discuss the text material titled Giving Presen-

ons on pages 32-34 of the module.

5. Explain that the Program Presentation Rating Scale is filled out f

the team, not for individual team meMbers and that the ratings are to

be shared with the presenting team for feedback purpOses.



Achievement

Each team will give a presentation of a now or improved c mponenta guidance program to an audience of fellow
participants to be judged onthe following criteria (Program Presentation Rating Scale):1. organization of presentation

2. content coverage

3. accuracy of material

4, language used in presentation
5. program image projected

6. awareness of audience

To be acceptable each team should receive a majority of 3's or aboveon the Rating Scale.

16
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Procram Presentation RatIng Scale

Directions: Listen carefully to the presentation and then use. this.Scale to rate the presenting team. Circle the approprianumber. Add additional comments in the snace provided aappropriate.

Content

Organization of presentation

lacks continuity

Content coverage

too le,-gthy 1

Accuracy of material

obvious errors

Corcan

2

1 2

4 5 sequential

4 5 well chosen

4 5 substantiated

ation,

Language used in presentation
technical 1 4 5 under tandable

Program image projected

distorted/vague 1 2 4 5 positive
Aw f audience

obli OUS 1 2
sensitive

ents

17



Activity 5
Developing Your Public Relations Plan

(11/4 Hour)

Ob'ective

Participants be able to develop a public relations plan for one
guidance activity.

-12AKT-912.

The purpose of this activity is to provide the participan:s with the

opportunity of developing a public relations plan to initiate and carry

out one guidance activity when they return to their work setting.

Instructions

1. Have the participa- s get back together in the sma 1 groups they Were

in for Activity 1.

2. Explain the objective and purpose of Activity 5.

3, Have them review and discuss the text material titled Devaioping

Plan on pages-36-38 of the module.

4. Suggest to them that they should go back over the text material on

public relations resources and the Appendix for ideas for their public
1

relations plan.

5. Have each participant develop his or her cwn p an, Have them refer

to the example presented in the text on pages 7-38 if they need help

in understanding how to develop a plan.

6. Allow time for the participants to share their plans with each other

in their small group.

Achivemeat

Each participaat will develop and have judged by the coordinator on

Coordinator Review Sheet 2 a public relations plan for one guidance

activity. The achievement of this objective will require the laying out

of a Time/Task and Talent analysis which contains the following four

variablPs to be judged acceptable.

1. specifies the guidance activity.

2. defines the public relations tasks necessary publicize the activity.

18



sets dates for completion of each public relations t

assigns responsibility for each task.

19



Coordinator Review Sheet 2

Developing Your Public Relations Plan

Partici ant's Name

.Checkliat

The public relations plan indicated:

guidance activity to be presented

public relations tasks necessary to carry out

guidance activity

dates for complet on of tasks

4. responsibility for each public relations task

2 0

lo

yes no



t.odule Wrap Up

The goal of the brief wrap up session is to provide n opportunity
for closure to the activities of the modules.

1. Briefly review the goal and objectives of the module.
2. Describe the contents of the Appendix and the References section.
3. Have a brief open discussion on any questions about the module and

the participants' experience during the workshop.


